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@ Renewal Process

User Guide

Department of
Code Enforcement

Contractor’'s User Guide
December 2011
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Crafts - 327-5397 | Infrastructure/Right of Way - 327-3125| Permits - 327-5174| Zoning - 327-8696
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Email & Fax Subbmissions

1. Email or fax your application, insurance, bond and workman's
compensation information Contractors@indy.gov or 327-8401.
If the fax submittal is utilized, please supply an email address by
which you can be contacted to receive further communication.

2. DCE staff will review your submittal, update your renewal information
and add the appropriate fees to your contractor license. If additional
information is required, you will receive notice via email.

3. When all documentation has been received and validated, you will
receive an email notification titled Your License is Ready to Re-Issue.

(" | > ® )7 EC1100010 - Your License i Ready to Re-Issue - Mescage (HTMLU ==
— | Messag
A (N @ & T O fcatrnn- -:4;, | S #rme
Reply Reply Fowerd @ s - Delete Moveto Create Other || Block Categorize Follow Marl T
ta All - Folder~ Rule Actons~ @ Serder - Jp~ Unlud g Seled
Respond Actions Junk E-mail gl Options " Find
From: City of Indienapolis DCE [dee.noreply Sirdy.gov] Sent: Thu12/15/2011 2:47 PM
Te: @ Horne, Cardl
Subject: EC1100019 - Your License is Ready to Re-lssu
The City of Ti < Department o n" de Fnfm ent ( l')f'FJh ewed \'nm'al\plir and supporting dacumentatior. far EC1100019 We
have found yo tal appears to include all necessary documentaticn and your license is ready to re-issue. Please goto the DCE online portal

located at htrp:www.indv.goveGev City, D(EPa sCtz:
vour fees

020Accessto20Pormal.aspy zldpu vour renewal fees). Take the fellowing steps 10 pay

1 \ vigate to the pontal hu www indv.gov/eGov/Citv/DCE Pages Citizen%620Access?%20Portal aspx
d Pe

7. Once fees are paid, v lo\u license(s) w xlll-eemmled to the email address provided to DCE with vour renewal application.
Additional information with screen shots for paving “eec can he formd here: wwww indv gavcontractericenses
Your license(s) cannot be issued without pavment of all fees on vour license.
PLEASE DO NOT REPLY TO THIS EMAIL

Ciry of Indianapolis

Deparment of Code Enforcement
1200 Madison Ave. Ste 100

Indi 6225

Phon
Fax: (317 =
contractors @iadv.gov -

4. Click on the link specified in the email. This will tfake you to the City’'s
portal for paying your renewal fees.

Your renewal fees will not be payable until you have the email
nofice saying the license is ready to re-issue.

Department of Code Enforcement

1200 Madison Ave., Ste. 100 | Indianapolis, IN 46225| Phone: (317) 327-8700 | www.indy.gov/dce
Fax Numbers: Building - 327-8475 | Business Licensing - 327-0817 | Contractor Licensing — 327-8401
Crafts - 327-5397| Infrastructure/Right of Way - 327-3125| Permits - 327-5174| Zoning - 327-8696
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Online Payment

1. Click on the Permits and Contractors tab displayed on the page.

fen Access Portal - R

IndyGov > Local Government > City > Code Enforcement > Citizen Access Portal

Home Permits and Contractors Enforcement Planning / Historic Preservation

Welcome to the City of Indianapolis/Marion County Permit,
Land Use Petition & Enforcement Case Citizen Portal

Citizens, businesses, and visitors now have continuous online access to their
city government. We hope this efficient, convenient, and interactive link

to valuable information and city services makes living and working in our
community more enjoyable and productive.

Department of Code Enforcement

1200 Madison Ave., Ste. 100 | Indianapolis, IN 46225 | Phone: (317) 327-8700 | www.indy.gov/dce
Fax Numbers: Building - 327-8475 | Business Licensing - 327-0817 | Contractor Licensing — 327-8401
Crafts - 327-5397 | Infrastructure/Right of Way - 327-3125| Permits - 327-5174| Zoning - 327-8696
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Online Payment

2. Enter your license number in the Case Number field. Do not fill in any
other criteria. Click Search.

If you are renewing more than one license, you will need to enter a
pay for each license individually.

RENEW YOUR LICENSE-HOLDER LICENSE PRIOR TO RENEWING
YOUR COMPANY LICENSE.

indyGev > Local Government » City > Code Enforcement » Citizen Access Portal

the Permit and Case Research page. You will to search the City's database for current
on on permit-related cases. Please click here for additional information.

e, informatiol

Use the dropdown menu to change the Search type.

General Search

Case Number: iCase Type:
[ | |[--setect--

PrOECTHEmeT
[ |
StartDate:  (3) End Date: @

[osrisrazer B [1zviojzonn |

License Type: License Number:
[selec— = | |

First: Last Name of Business:

Business License #:

Street Ho.: Direction: (3) Street Hame: (@ Street Type:
[ | [-select—- M| [ | [select—

UnitType: (3 UnitNo: (@ Parcel No:
[--select—- ¥ | | [

|-Searr.h-

Department of Code Enforcement

1200 Madison Ave., Ste. 100 | Indianapolis, IN 46225 | Phone: (317) 327-8700 | www.indy.gov/dce
Fax Numbers: Building - 327-8475 | Business Licensing - 327-0817 | Contractor Licensing — 327-8401
Crafts - 327-5397 | Infrastructure/Right of Way - 327-3125| Permits - 327-5174| Zoning - 327-8696
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Online Payment

3. Your license record will result at the bottom of the page.
4. Click the action that says Pay Fees Due.

Street No.: Direction: (2) Street Name: (2) StreetType:

--Select-- ¥ --Select-- W

Unit Type: (2) UnitNo.: (&) Parcel No.:

--Select-- |V

Search I

1 Record results matching your search results
Click any of the results below to view more details
Showing 1-1 of 1

Date Case Number Case Type Status
09/18/2011 EC1100019

Department of Code Enforcement

1200 Madison Ave., Ste. 100 | Indianapolis, IN 46225 | Phone: (317) 327-8700 | www.indy.gov/dce
Fax Numbers: Building - 327-8475 | Business Licensing - 327-0817 | Contractor Licensing — 327-8401
Crafts - 327-5397 | Infrastructure/Right of Way - 327-3125| Permits - 327-5174| Zoning - 327-8696
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5. You will be directed to a screen that shows your fees due.
6. Click Continue Application.

Home Permits and Contractors Enfarcement Planning 7 Historie Preservation s

Search Cases

Fees

otal fees due atthis tima.

An enhanced access fee equal to bwo percent (28] of fees due will be accessed if

paying by credit card.

Application Fees

Fees Oty Amount

TOTAL FEES

e: Additional fees may be assessed later,

$247.00

2011 Citv of Bidceview A8 fchls reserved

riMainginkContinusApplication”,”) S Local intranet

fg ~ | HOD%W o«

Department of Code Enforcement

1200 Madison Ave., Ste. 100 | Indianapolis, IN 46225 | Phone: (317) 327-8700 | www.indy.gov/dce
Fax Numbers: Building - 327-8475 | Business Licensing - 327-0817 | Contractor Licensing — 327-8401
Crafts - 327-5397 | Infrastructure/Right of Way - 327-3125| Permits - 327-5174| Zoning - 327-8696
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Online Payment

7. Select your payment method from the drop-down menu. Credit/Debit
cards and eCheck are both available.
8. Click Continue

)
W

Indianapolis

Payment Process

Select Payment Method and Continue to proceed with payment.You will receive a receipt via the email address entered at the end of your successful

payment transaction.

Transaction Summary

e A

City of Indianapolis Dept. of Code Enforcement Payment
TOTAL £1.00

Transaction Detail

Payment Method

Pay by * | Select One Al

CONTINUE CANCEL PAYMENT

o/ Trusted sites $a v Wogwm v

Department of Code Enforcement

1200 Madison Ave., Ste. 100 | Indianapolis, IN 46225| Phone: (317) 327-8700 | www.indy.gov/dce
Fax Numbers: Building - 327-8475 | Business Licensing - 327-0817| Contractor Licensing — 327-8401
Crafts - 327-5397| Infrastructure/Right of Way - 327-3125| Permits - 327-5174| Zoning - 327-8696
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Online Payment

9. Fill in your billing information, including an email address.

THE EMAIL ADDRESS LISTED IS WHERE YOUR PAYMENT
RECEIPT WILL BE SENT

Electronic Check Information

Azcount Type * Checking b

Routing Humber *
(0]

Re-enter Account Number * 1234887

. hecount * {4onn Doe i

123458788

Credit Payment Screen

Dafault Pay

S

N — | couTinue CANCEL PATMENT

' Trusted sites TR

Credit Card Information — eCheCk qument screen

Cradit Card Typa ® Visa -

Credit Card Numbar *

Expiration Date * [captamear % [z222 v

Name on Credit Carc *

Verific ation Coce * n
g |

1
printed on back of o printed on front of
mast credit cards American Express:

Department of Code Enforcement

1200 Madison Ave., Ste. 100 | Indianapolis, IN 46225 | Phone: (317) 327-8700 | www.indy.gov/dce
Fax Numbers: Building - 327-8475 | Business Licensing - 327-0817 | Contractor Licensing — 327-8401
Crafts - 327-5397 | Infrastructure/Right of Way - 327-3125| Permits - 327-5174| Zoning - 327-8696
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Online Payment

10. After you've entered your payment and billing
payment verification screen may appear.

information a

Transaction Summary

T ——
Fardal Aminisiaban Fre

[EEE
Transaction Detail
ZIR/Postsl C 250
ey
t

Verification

Sntar the charactars from the
abeve image:

}

they appear. If you cannot read what is listed, click the refresh button

11. If verification is required, enter the letters and numbers EXA’CTLY as
and another verification code will appear.

Department of Code Enforcement

1200 Madison Ave., Ste. 100 | Indianapolis, IN 46225 | Phone: (317) 327-8700 | www.indy.gov/dce

Fax Numbers: Building - 327-8475 | Business Licensing - 327-0817 | Contractor Licensing — 327-8401

Crafts - 327-5397 | Infrastructure/Right of Way - 327-3125| Permits - 327-5174| Zoning - 327-8696
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Online Payment

12. Once payment is approved, you will be redirected back to the City’s
website. Here you may print a receipt that has details of the fees you
paid, along with your contractor license number.

ON-LINE SERVICES

Homae Parmits and Confractors Enforcemant Planring ! Historic Preservation Y

Permite lssuance

L]Fﬁ' http://168.214.87.92ICitizenAccessTest 705/Report/ShowReport.aspx?Module=Permi... r;| ) g|
5.¢ Favorites 5@ mFreeHotmaiI & | IndyGov & | Intranet & Iy T
-8 Y| @b v Page~ Sofety - Toos- @~ (L] £ 3
city of - of Code e
T P
Resaipt 5 3927783
Date: 121152011
e e
Came ey o el Sarvwnm houmed Mo Amcagrl Fad
= EET s =
= e i s 1hmcun . e 10
) Line B Tota 2n
e i Vburesn b Lamer Ny L Amangrel Pl
- Papmant Tots sioe
o Fage 1of1 [R——
L
- - - o ~ [ |

Department of Code Enforcement

1200 Madison Ave., Ste. 100 | Indianapolis, IN 46225 | Phone: (317) 327-8700 | www.indy.gov/dce
Fax Numbers: Building - 327-8475 | Business Licensing - 327-0817 | Contractor Licensing — 327-8401
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Completion

Your license will be sent to you via email. Note, if you paid for your
company license prior to your license-holder license, you will still need to
renew your license-holder license prior to completing your renewal

process.

You contractor cards are in the attachment of the email.

5 ]
- Me:sage

& 3 XL

Reply Reply Forward &, Call - Delete Movets Cif
to Al Folder~  F

Respend Adtior|

Fram: City of Indianapolie DCE [des_norephy Sindy |
Tox ®Horne, Cardl

o Coniracors

Subject: [C1100019 - Your License Has Dezn Issued

Citv of Indianapaolis

Department of Code Enforcement
1200 Madison Ave , Ste 100
Indianapaolis, IV 46223

Phone (317) 327-8700

Fax: (317)327-5174
contractors@indv gov

74 start ®ar " fame. - Bowi..

| Messzge | ﬁZ_CDmbinedCcrr.ratorCards_EI‘.lSE_E(l'.1215_145331,:df (56 KB

EC1100019 - Your License Has Been Issued - Message (HTML)

=l ¥ AArna
== Y =4 2y Relatec =

Categorize Follow Mark ac

Up~ Unread || - Select~

Ootions 5 Find

1f vou would like 2 copy of vour license(s) on card stock, please stop by the DCE lobbywy at vour convenisnee.

Sert: Thu12/45/2011 2254 PM

This is notificaticn that vour license ZC1100019 has been issusd. Attached please find a copv of the contractar, license holder and or agent license
cards. This'these license(s) can be printed on standard paper.

PLEASE DONOTREPLY TO THIS EMAIL

N ETT - FTETI

AN EREE L Gnline Payment Receipt -
3)

P

L Fu- | XK S EP

S =S S
Reply Reply Forisrd Q cai - | Delete Moveto Creste Ot

o8l Folder~ Rule Adions~

Respond Actions

From dee.arine. pyms@ndy.cov
To @rorme, Caro
e
Subject: Online Payment Receipt - Transaction ID
Originati lication Name City of Indianapolis Depr. of Code E:
Name Carol
Billing Address 2982828
Billing Address 2
Billing Ciry indy
State
ZIPPostal Code
Country
Phone Number
Fax Number
Email Address carol home @ Indv gov

Local Reference ID
Total Amount Paid
Order ID

Pay Type

Last 4 Number
Receipt Date

Receipt Time

Fansaction ID - Message (HTML

=] Y ¥
== )
Categorize Follow Nark as

Up~ Unread
Options C

Payment

Department of Code Enforcement

1200 Madison Ave., Ste. 100 | Indianapolis, IN 46225 | Phone: (317) 327-8700 | www.indy.gov/dce
Fax Numbers: Building - 327-8475 | Business Licensing - 327-0817 | Contractor Licensing — 327-8401
Crafts - 327-5397 | Infrastructure/Right of Way - 327-3125| Permits - 327-5174| Zoning - 327-8696
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Receipt

® x




